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POLICY  

THE DIVISION’S BASIC VALUES 

These  Standards of  Conduct  reflect  the  Corporate  Compliance  approach to  ensuring  
adherence  to  the  Division’s basic values:  

A.  Providing  quality care  and  helping  our  members  lead  meaningful lives  is  our  primary 
purpose  and mission  

B.  We  are  committed  to  honesty,  integrity and  upholding  superior ethical  standards  

C.  Achieve  standards  of  excellence  which  become  the  benchmark  of  managed  care  
practices  

D.  Forge  strong  collaborative  relationships  with  partners  who share  our values  

E.  Use  innovation a nd  creativity to  identify and  solve  problems  

F.  Apply  quality m anagement a nd leadership principles to  foster  continued staff  
development  and  process  improvements  

G.  Treat  one  another,  our members  and  business  partners  with  respect  and  dignity  

The  Division  complies  with  all  applicable  laws and regulations  and  does  not  take  unfair 
advantage  of  anyone  through  manipulation,  concealment,  abuse  of  privileged  information,  
misrepresentation  of  material  facts  or any  other  unfair dealing.  

Any time  a  staff m ember  does  not understand  something, or  they raise  concerns  about  what  
the  Standards of  Conduct r equire,  they a re  directed  to  seek h elp  by  contacting:  

A.  Their  direct supervisor  

B.  The  Compliance  Program  Integrity  Hotline;  and  

C.  The  Corporate  Compliance  Unit,  Human  Resources  Department,  or any  of  the  other  
resources  listed  in  the  Division’s  compliance  materials.  

Note:  The  important thing  isn't so  much  where  to  get help; rather, the  important object is  
to  get help.  

If  staff  suspects  an  action  or inaction  may  violate  the  law,  the  Division’s  standards  of  
conduct  require  the  person to   speak up. Failing  to  act where  there  is  an a ffirmative  
responsibility to  report  may result  in d iscipline;  not  only for  those  who  committed  the  
violation, but also  for  those  who  knowingly failed  to  report it. All reports  of potential 
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violations must be made in good faith. It is unacceptable to manipulate the facts to get 
someone in trouble. 

SUPERVISORS AND MANAGERS 

Supervisors and managers are expected to be open when employees raise concerns about 
ethics and compliance matters. Maintaining open communications will help create a work 
environment where concerns may be raised and openly discussed without fear of retaliation. 
Even if an employee expresses criticisms or raises an uncomfortable question, supervisors 
and managers must welcome the communication, always remembering that openness is 
essential to a healthy work environment. 

NON-RETALIATION 

Retaliating against someone for raising a good faith concern, calling the Compliance 
Program Integrity Hotline, or cooperating with an investigation is prohibited. Retaliation is 
taken very seriously; if it occurs, it will result in discipline up to and including termination of 
employment. 

STATE AND FEDERAL LAWS AND REGULATIONS 

Many of the fraud, waste and abuse laws and regulations that apply to the Division are 
intricate. If staff has questions about any law, rule, or policy they should contact their direct 
supervisor, or the Corporate Compliance Unit. 

CARE AND COMPASSION 

Care is at the heart of what the Division does. We provide quality and compassionate care 
to our members. All members are treated equally, with compassion, understanding and 
respect. Pursuant to Title VI of the Civil Rights Act of 1964, the Americans with Disabilities 
Act (ADA) and other nondiscrimination laws and authorities, the Division does not 
discriminate on the bases of race, color, national origin, sex, age, disability, or veteran 
status. The Division is guided by person-centered planning principles to encourage 
members to participate and make decisions involving their care. 

CONFIDENTIALITY 

The Division respects members by maintaining confidentiality. Medical confidentiality is a set 
of rules that limit access to information discussed between a person and their healthcare 
practitioners. This can include names, addresses, phone numbers, Social Security numbers, 
medical diagnoses, family illnesses, prescription histories and other personal information. In 
accordance with the federal patient privacy law known as HIPAA (Health Insurance 
Portability and Accountability Act), the Division protect this information. Protected 
information is accessed and shared only when there is authorization to do so and only for 
minimal purposes. Medical information is released to business partners only in accordance 
with proper procedures, which usually require the express written consent of the member. 

MEMBER RECORDS 

The Division makes every attempt to ensure that entries made into member records are 
clear and complete and reflect exactly the item or service that was provided. If a change is 
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made to a record, the change is noted in the manner in which internal Division policies 
require. 

RESPECT 

It is the Division’s policy to provide equal employment opportunity to all without regard to 
race, color, religion, sex, age, national origin, disability, genetic information, pregnancy, 
military or veteran status, or any other status protected by law. All individuals are to be 
treated in a fair and non-discriminatory manner. 

POSITIVE WORK ENVIRONMENT 

Each employee has the right to work in a positive environment. The Division is committed to 
maintaining human dignity and protecting its employees from unlawful harassment, whether 
of a sexual nature or based on race, color, national origin, religion, age, disability, genetic 
information, gender, pregnancy, military or veteran status or any other status protected by 
federal and state laws, rules, and regulations. Unlawful harassment in any form, whether 
verbal, physical or visual, is prohibited and will result in disciplinary action, up to and 
including dismissal. 

HEALTH AND SAFETY AND LEGAL EMPLOYMENT 

The  Division:  

A.  Follows  the  health  and  safety policies  and  regulations  including  following  procedures  
for handling  hazardous  materials  and  related  situations.  If  there  is  an  injury  or 
accident,  or  a dangerous  situation,  the  matter  must be  immediately reported  to  a  
supervisor or the  Compliance  Program  Integrity  Hotline.  

B.  Will  access and handle  prescription  drugs, co ntrolled  substances,  and other  medical  
supplies  only as  authorized, and  administer  them  by physician  order only.  Staff  may  
not  use,  possess  or be  under the  influence  of  alcohol  or illegal  drugs  on  Division  
property  or during  work  time.  

C.  Ensures  its  staff  maintains  all credentials, licenses  and  certifications  that are  
necessary  to perform  their jobs.  The  Division d oes  not hire, c ontract with  or  bill f or  
services  rendered  by  persons  or entities  excluded  from  participating  in  the  Federal  
health  care  programs  by  the  Department  of  Health  and  Human  Services  or the  U.S.  
General Services  Administration. If any Division  employee  becomes  ineligible  or  are  
convicted  of  a  crime  that could  lead  to  becoming  ineligible  (such a s  one  related  to  
the  provision  of  health  care),  the  employee  must  inform  the  Corporate  Compliance  
Unit  or Human  Resources.  

THE DIVISION FORGES STRONG PARTNERSHIPS WITH THOSE WHO SHARE THE 
ORGANIZATION’S VALUES 

The Division’s business partners—suppliers, contractors, vendors, agents, and others with 
whom it does business—are vital to the organization’s success. They will always be treated 
with respect, professionalism, and fairness. Members and others frequently associate the 
Division’s business partners' performance with the Division as part of its organization. For 
that reason, the Division will be cautious about partnering with the right people and 
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agencies. The Division performs background checks of its partners before allying with them, 
and only conduct business with those who embrace and demonstrate high standards of 
ethical business behavior. 

ANTI-KICKBACK LAWS 

The Division or its employees never give or offer anyone something of value in hopes to 
induce referrals or as a reward for referrals. The “something of value” doesn't have to just 
be money. It can also be services, gifts, entertainment, or anything else that would be 
attractive to a recipient. 

FALSE CLAIMS LAWS 

The Division monitors its subcontractors and vendors to never present claims for payment 
or approval that are false, fictitious, exaggerated, or fraudulent. All subcontractors and 
vendors are expected to bill for only goods or services rendered, as well as properly code 
every good or service. If any Division employee sees a claim, bill or code that contains a 
possible error, they have an obligation to investigate the potential error and, if possible, 
correct the error prior to the bill's or claim's submission. If the error cannot be resolved, the 
Division employee must report it, as appropriate, to their supervisor or the Corporate 
Compliance Unit. 

GIFTS AND ENTERTAINMENT 

All  gifts,  whether  offered,  provided,  or received,  must  be  reasonable,  occasional,  and  small  
enough  so as  not  to appear improper.  The  Division  or its  employees  never offer,  accept,  or 
gives bribes  or  kickbacks.  

A.  Providing  Gifts  and  Entertainment  

1.  The  Division  or  its  employees  never  provides  gifts  or  entertainment  if  a law  or 
the  policy of the  recipient prohibits  it. Nor  does  the  Division p rovide  gifts  or  
entertainment  to induce  referrals  or as  a reward  for referrals.  

2.  If  the  recipient  is  not  a potential  referral  source,  any  gift  or entertainment  
must  be  small  enough  so  that  the  recipient  will  not  be  improperly  influenced.  
In addition,  any  entertainment,  function,  or  even the  Division provides  must  
be  done  with  the  purpose  of  discussing  business.  

3.  The  Division a nd  its  employees  understand  that there  are  laws  and 
regulations  governing  gifts  and  entertainment  for employees.  Therefore,  the  
Division  or  its  employees  will not  commit to  any gift or  entertainment  on  
behalf of the  Division. This  includes  refreshments,  meals,  or  travel.  

B.  Receiving  Gifts  and  Entertainment  

1.  The  Division o r  its  employees  never  solicit gifts  or  entertainment.  

2.  The  Division o r  its  employees  may not accept or  solicit  gifts  from  members  in  
any  form.  
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3.  The  Division o r  its  employees  may not accept gifts  that exceed  $20  in  value  
or exceed  $20 i n  sum total  in  any  calendar year.  

4.  If  a  gift  is  perishable,  such  as  food,  it  should  be d istributed  amongst  the  work  
area.  

5.  The  Division o r  its  employees  may not accept cash o r  its  equivalent  (gift 
certificates,  stock, co upons,  etc.).  

If a   gift  is accepted  that e xceeds established guidelines,  it  should be  returned with  an  
explanatory n ote. If   returning  the  gift w ould  create  an  awkward  situation, c heck w ith  the  
assigned  supervisor,  or  call  the  Corporate  Compliance  Program  Integrity  Hotline  for 
guidance.  

PHYSICAL ASSETS 

The  Division  or its  employees  do not  use  supplies  or equipment  for personal  purposes  or 
remove  them  from  the  premises,  even  just  to  “borrow”  them.  State  property  is  made  
available  to employees  to assist  them  in  the  performance  of  their job  duties.  Property which  
the  State  furnishes  for  the  use  of Division  employees  to  conduct State  business  includes  but  
it is  not limited  to:  

A.  Phones  

B.  Copy a nd fax m achines  

C.  Cameras  

D.  Radios  

E.  Email services  

F.  Computers  

G.  Access  to  the Internet  

H.  Vehicles  

Preventing the  loss,  damage, m isuse,  or theft  of  State  property  is  the  responsibility  of  all  
employees.  When  in  possession  of  State  property,  reasonable  precautions should  be  taken  
to ensure  its  security.  In  the  case  of  loss  or damage,  the  employee  must  report  the  loss  or 
damage  to  their direct  supervisor/manager  in  accordance  with  DES-DDD p olicies  and  
procedures.  

Arizona  Revised  Statute  (A.R.S.)  38-448  specifically prohibits  State  employees  from  using  
agency  owned  or agency  leased  computer equipment  to  access,  download,  print  or store  
any  pornographic  material.  

Any  use  of  State  property  other  than  State-business purposes must b e  exercised  in  
accordance  with DES-DDD  policies and  procedures.  
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COMMUNICATIONS ASSETS 

The  Division always  communicates  in  an open,  honest,  and  respectful  way,  refraining  from  
communications  that  are  unprofessional  or would  be  embarrassing  if  made  public.  It  might  
be  okay  to use  telephones,  email,  and  the  Internet  at  work  for personal  purposes,  but  three  
conditions  must  apply:  the  manager or direct  supervisor must  approve;  the use must  be 
appropriate  (nothing  offensive  or inappropriate);  and  it  must  be  limited,  taking  up  only  a 
small  part  of  work  time.  

Whenever  using  communication r esources, all Division  employees  must remember  that  they 
are  not  always  secure.  Viruses  and  hackers  can  harm  computer systems,  and  cellular phone  
conversations  can b e  overheard. All Division  employees  must take  precautions  when  using  
information  resources, i ncluding:  

A.  To not  discuss  sensitive  matters  over cellular phones  

B.  To password protect  computers and sensitive  documents  

The  Division h as  an  obligation to   monitor  how  assets  are  being  used. The  Division  
periodically  monitors  email and  Internet  use, s ometimes  without notice.  

RECORDS AND REPORTS 

All Division  employees  are  to  always  keep  complete,  clear,  and  accurate  records.  To  never 
make  false  or misleading  entries  or sign  a document  without  being  certain  it  is  accurate.  All  
Division  financial  records conform  to  generally  accepted accounting principles  (GAAP),  and  
the  Division  never  attempts  to  hide  expenditures,  funds, assets, or  liabilities. All financial  
reports  are  full,  fair,  accurate, t imely  and  understandable.  

The p rocedures  regarding  creating,  modifying,  maintaining,  and  disposing  of  our  documents  
are  laid  out  within  the  Division’s  internal  controls  policies.  

PROPRIETARY INFORMATION 

Any Division  information  that is  valuable, and  in  some  cases  kept confidential, is  proprietary  
information  of  the  Division.  Some  examples  of  proprietary  information  are  strategic  plans,  
and  detailed  earnings  and  financial results.  

All Division  employees  are  responsible  for  protecting  the  Division’s  proprietary information, 
including  after no longer working  at  the  Division.  Access  and  use  of  proprietary  information  
are  only  when  needed  to perform  job  related  tasks.  It  can  only  be  shared  with  co-workers  
when  needed  for  their  work,  and  with business  partners  only  if  there  is  a  signed  
nondisclosure  agreement.  All  Division  employees must  be  careful  to  never  discuss 
proprietary  information  in  a  place  or manner where  nonauthorized  persons  may  overhear.  

CONFLICTS OF INTEREST 

All Division employees have a duty to avoid conflicts of interest. Arizona Revised Statutes 
(A.R.S.) 38-501 through 38-510 and State Personnel Rules place some restrictions with 
which employees must comply regarding business interests, outside (secondary) 
employment and employment of relatives. To ensure compliance with the provision of these 
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laws  and  rules,  all  Division  employees  are  required  to  make  an  initial  disclosure  when  first  
employed  by  the  State  and  any  time  there  is  a change.  

All Division  employees  have  an  obligation  to  report conflicts  of interest, including  situations  
that  may  appear to  be  a  conflict  of  interest.  The  Conflict-of-Interest Disclosure  Form  is  
available  for this purpose.  

THE POLITICAL PROCESS 

All Division  employees  are  free  to  support their  favorite  political c auses, a nd  to  support the  
political  candidates  of  their  choice.  Division  employees  may not  act  as  if  they are  speaking  
for the  Division,  nor use  work  time  or  Division  facilities  to  advocate  for  their  political beliefs. 
Arizona  Revised  Statute  (A.R.S.)  41-752  regulates  the  political activities  of State  officers  
and  employees. The  full text  of this  law  is  copied  below:  

A.  Except  for expressing  an  opinion  or  pursuant  to section  16-402, an e mployee  shall 
not engage  in a ny activities  permitted  by this  section  while  on d uty, while  in  uniform  
or  at public  expense.  

B.  An e mployee  shall not:  

1.  Use  any political endorsement in c onnection w ith  any  appointment to  a  
position  in  the  state  personnel  system.  

2.  Use  or promise  to use  any  official  authority  or  influence  for the  purpose  of  
influencing  the  vote  or political  action  of  any  person  or for  any  consideration.  

C.  An  employee,  a member of  the  state  personnel  board  or a member  of  the  law  
enforcement  merit  system  council  shall  not  be  a member of  any  national,  state  or  
local  committee  of  a political  party,  an  officer or  chairperson  of  a committee  of  a  
partisan  political  club  or  a candidate  for nomination  or election  to any  paid  public  
office,  shall not hold  any paid, elective  public  office  or  shall  not  take  any part in  the  
management  or affairs  of  any  political  party  or  in  the  management  of  any  partisan  or 
nonpartisan  campaign  or recall  effort,  except  that  any  employee  may:  

1.  Express an  opinion.  

2.  Attend  meetings  for  the p urpose o f  becoming  informed  concerning  the  
candidates  for  public office  and  the  political  issues.  

3.  Cast  a  vote  and  sign  nomination  or recall  petitions.  

4.  Make  contributions  to candidates,  political  parties  or campaign  committees  
contributing  to candidates  or advocating  the  election  or defeat  of  candidates.  

5.  Circulate  candidate  nomination p etitions  or  recall petitions.  

6.  Engage  in  activities  to  advocate  the  election o r  defeat of  any candidate.  
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7.  Solicit  or encourage  contributions  to  be  made  directly t o  candidates  or  
campaign  committees  contributing  to  candidates  or  advocating  the  election o r  
defeat  of  candidates.  

D.  A  person s hall not:  

1.  Solicit  any  employee,  member  of  the  state  personnel  board  or member of  the  
law  enforcement  merit  system  council  to  engage  or  not  engage  in  activities 
permitted  by this  section  with t he  direct  or  indirect  use  of any threat,  
intimidation, or  coercion, including  threats  of discrimination, reprisal,  force, or  
any  other  adverse  consequence,  including  the  loss  of  any  benefit,  reward,  
promotion,  advancement,  or compensation.  

2.  Subject  any  employee,  member  of  the  state  personnel  board  or member of  
the  law  enforcement  merit  system  council engaging  in  activity permitted  by  
this  section  to  any  direct or  indirect  discrimination,  reprisal,  force,  coercion  or 
intimidation  or  any  other  adverse  consequence,  including  the  loss  of any 
benefit,  reward,  promotion,  advancement,  or compensation.  

3.  Subject  any  employee,  member  of  the  state  personnel  board  or member of  
the  law  enforcement  merit  system  council  who  chooses  not  to  engage i n any  
activity permitted  by this  section  to  any direct  or  indirect discrimination, 
reprisal,  force,  coercion  or intimidation  or  any  other  adverse  consequence,  
including  the  loss  of  any  benefit,  reward,  promotion,  advancement,  or 
compensation.  

4.  Subsections  B  and  C  of this  section  do  not  apply to  those  employees  listed  in  
section  41-742,  subsection  F.  

E.  This  section  does  not  apply to  school board  elections  or  community college  district 
governing  board  elections,  and  an  employee  may  serve as  a me mber o f  the 
governing  board  of  a common  or high  school  district,  as  a  member  of  a community  
college  district governing  board  or  in t he  office  of precinct committeeman.  

F.  An  employee  who  violates  any  of the  provisions  of this  section is   subject to  
suspension  of  not  less  than  thirty  days  or dismissal.  

G.  A  person  who  violates:  

1.  Subsection  D of  this  section  is  guilty of a  class  6  felony.  

2.  Any other  provision  of this  section  is  guilty of  a  class  1  misdemeanor.  

H.  In  addition  to any  other penalty,  any  person  soliciting  or encouraging  a 
contribution  in  a  manner  prohibited  by this  section is   subject to  a  civil  penalty  
of  up  to three  times  the  amount  of  the  contribution  solicited  or encouraged  
plus  costs,  expenses,  and reasonable  attorney  fees.  

I.  This  section  does  not  deny  any  employee  or  board  member any  civil  or 
political  liberties  as  guaranteed  by  the  United  States  and  Arizona  
Constitutions.  
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J.  It is  the  public  policy  of this  state,  reflected  in  this  section,  that government 
programs  be  administered  in  an  unbiased  manner  and  without  favoritism  for 
or against  any  political  party  or group  or any  member  in  order to promote  
public confidence  in  government,  governmental  integrity  and the  efficient  
delivery of  governmental services  and  to  ensure  that  all  employees  are  free  
from  any  expressed  or  implied  requirement  or any  political  or other pressure  
of any  kind  to  engage  or  not engage  in a ny  activity permitted  by  this  section.  
Toward  this  end,  any  person  or entity  charged  with  the  interpretation  of  this  
section  shall consider  the  policy of  this  section  and  shall  construe  any  of its  
provisions accordingly.  

EXTERNAL INQUIRIES 

To  avoid  confusion, the  Division c ommunicates  with  the  community in  a  clear, unified  voice.  
Any media  inquiries  or  requests  to  use  the  Division’s  logo should  be  referred  to the  
Communications  Team.  

It is  the  Division’s  policy to  cooperate  with o ther  government entities  inquiries.  At  the  same  
time, to  make  sure  that c ontact with  other  government entities  is  handled  properly,  the  
Division’s  leadership  consults  with  the  Division’s  legal  counsel before  responding  to  any  non-
routine  requests.  The  Division  must always  be  clear  and  truthful with a ll  disclosures. The  
Division  never alters  or destroys  records  if  aware  of  an  existing  or  possible  governmental 
inquiry.  

DDD VALUES 

A.  Accountability - We  commit  to excellence,  innovation,  and  transparency.  

B.  Integrity  - We  are  trustworthy,  honest,  and  reliable.  

C.  Respect - We  appreciate  each  other,  and  value  those  we  serve.  

D.  Teamwork  - We f ully, willingly, and  collaboratively partner  with  others  to  advance  
the  mission of  DDD.  

E.  Diversity - We  always  represent  all  Arizonans  and  honor those  in  need.  

MISCONDUCT DEFINED (FWA) 

A.  Allegations  of Division  staff and  provider  suspected  misconduct  involving  allegations  
of  non-Medicaid FWA.  

B.  Allegations  of Division  staff and  provider  suspected  misconduct  involving  Standards  
of Conduct,  Ethics  and  Conflict  of  Interest, and  violations  of federal/state,  laws,  
regulations  and/or contractual  obligations.  

C.  Perform  internal  monitoring  of  the  following  areas  to  ensure  the  various  internal  
controls  are  operating  effectively and  efficiently  ensuring  federal,  state,  laws, 
regulations,  and  contractual  compliance:  

1.  Quality  Management  
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2.  Fiscal Integrity  

3.  Network  Management  

4.  Medical Management  

5.  Customer Service  

6.  Support C oordination  

Standards of Conduct (ADOA) 

A.  The  State’s  Standards  of Conduct,  under  the  State  Personnel Rules,  outlines  the  
conduct required  of  all state  employees.  State  employees  are  required  at all times  
to:  

1.  Comply with f ederal and  state  laws  and  rules,  statewide  policies, the  
Employee  handbook,  and agency  policies and  directives  

2.  Maintain  high s tandards  of honesty,  integrity, and  impartiality,  free  from  
personal  considerations,  or favoritism  

3.  Be  courteous,  considerate,  and  prompt in i nteractions  with  and  serving  the  
public and other  employees; a nd  

4.  Conduct  themselves  in a   manner  that will not bring  discredit or  
embarrassment  to the  state.  

B.  The  Standards of  Conduct a lso  outline  prohibited conduct.  State  employees shall  not:  

1.  Use  their official  position  for personal  gain,  or attempt  to use,  or use,  
confidential  information  for personal  advantage  

2.  Permit  themselves  to be  placed  under  any  kind  of  personal  obligation  that  
could  lead  a  person to   expect personal official favors  

3.  Perform  an  act  in  a private  capacity  that  may  be  construed  to be  an  official  
act.  

4.  Accept or  solicit, directly or  indirectly,  anything  of economic  value  as  a  gift,  
gratuity,  favor,  entertainment,  or loan  that  is,  or may  appear to be,  designed  
to  influence  the  employee’s  official conduct.  This  provision  shall  not  prohibit  
acceptance  by a n  employee  of  food, r efreshments,  or  unsolicited advertising  
or promotional  material  of  nominal  value.  

5.  Directly  or indirectly  use  or allow  the  use  of  state  equipment  or property  of  
any  kind,  including  equipment  and  property  leased  to the  state  for other than  
official activities  unless  authorized  by written  agency policy or  as  otherwise  
allowed  by  the  rules.  

6.  Inhibit  a  state  employee  from  joining  or refraining  from  joining  an  employee  
organization;  or  
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7.  Take  disciplinary  or punitive  action  against  another employee  that  impedes  or 
interferes  with  that employee’s  exercise  of any right granted  under  the  law  or  
the  rules.  

8.  An  employee  who  violates these  standards of  conduct m ay  be  disciplined  or 
separated  from  State  employment.  

MISCONDUCT VIOLATIONS 

A.  Falsification  of official documents  and  signatures.  

B.  Concealment, removal,  or  mutilation o f  official  documents  

C.  Using  abusive  language  towards  members  or providers.  

D.  Misuse o f  Government  vehicles,  facilities, supplies, equipment, services,  or  
telephones  for anything  other than  official  purposes.  

E.  Submission  of  false  claims  such  as  for mileage  of  POV or   travel  reimbursement.  

F.  Unreported  conflicts  of  interest.  

G.  Any attempt to  improperly  influence o r  hinder  the  decision making  of  a  member.  

H.  The  State’s  Standards  of Conduct as  outlined  by the  ADOA, under  the  State  
Personnel  Rules,  outline the conduct  required  of  all  state employees.  State  
employees  are  required  at  all  times  to:  

1.  Comply with  federal and  state  laws  and  rules,  statewide  policies, this  
handbook,  and agency  policies and  directives.  

2.  Maintain  high s tandards  of honesty,  integrity, and  impartiality,  free  from  
personal  considerations,  or favoritism.  

3.  Be  courteous, co nsiderate,  and  prompt  in i nteractions  with  and  serving  the  
public and other  employees; a nd  

4.  Conduct  themselves  in a   manner  that will not bring  discredit or  
embarrassment  to the  state.  

I.  The  Standards of  Conduct a lso  outline  prohibited conduct.  State  employees shall  not:  

1.  Use  their  official  position  for personal  gain,  or attempt  to use,  or use,  
confidential  information  for personal  advantage.  

2.  Permit  themselves  to be  placed  under  any  kind  of  personal  obligation  that  
could  lead  a  person to   expect personal official favors.  

3.  Perform  an  act in a   private  capacity  that may be  construed  to  be  an o fficial  
act.  
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4.  Accept or  solicit, directly or  indirectly,  anything  of economic  value  as  a  gift,  
gratuity,  favor,  entertainment,  or loan  that  is,  or may  appear to be,  designed  
to i nfluence the  employee’s  official conduct.  This  provision  shall  not  prohibit  
acceptance  by a n  employee  of  food,  refreshments,  or  unsolicited advertising  
or promotional  material  of  nominal  value.  

5.  Directly  or indirectly  use  or allow  the  use  of  state  equipment  or property  of  
any kind,  including  equipment  and  property  leased  to the  state  for other than  
official activities  unless  authorized  by written  agency policy or  as  otherwise  
allowed  by  the  rules.  

6.  Inhibit  a  state  employee  from  joining  or refraining  from  joining  an  employee  
organization;  or  

7.  Take  disciplinary  or punitive  action  against  another employee  that  impedes  or 
interferes  with  that employee’s  exercise  of any right granted  under  the  law  or  
the  rules.  

8.  An  employee  who  violates these  standards of  conduct m ay  be  disciplined or  
separated  from  State  employment.  

9.  Allegations  of Division  staff and  provider  suspected  misconduct  involving  
allegations  of non-Medicaid FWA.  

J.  Allegations  of Division  staff and  provider  suspected  misconduct  involving  Standards  
of  Conduct,  Ethics  and  Conflict  of  Interest, and  violations  of federal/state,  laws,  
regulations  and/or contractual  obligations.  

K.  Misconduct Violations  Including, but not limited  to:  

1.  Falsification  of official documents  and  signatures.  

2.  Concealment, removal,  or  mutilation o f  official  documents  

3.  Using  abusive  language  towards  members  or providers.  

4.  Misuse  of  Government  vehicles,  facilities,  supplies,  equipment,  services,  or  
telephones  for anything  other than  official  purposes.  

5.  Submission  of  false  claims  such  as  for mileage  of  POV or   travel 
reimbursement.  

6.  Unreported  conflicts  of  interest.  

7.  Any attempt to  improperly  influence  or  hinder  the  decision m aking  of  a  
member.  
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